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INSTRUCTIONAL PROCEDURE 


_ This module contains two sequential learning activities and a final check-gut activity. 


_ “A brief overview precedes each learhjng activity and the final check-out activity. Each’ 


learning activity and the final check-out activity provide learning experiences to help you a 
accomplish the objectives Feedback devices (learner self-test, worksheet, and performance 
checklist) are provided to help you determine when each objective has been accomplished. 

Case stydy infoymation is presented to guide you in developing a lead-time schedule in a 

practice si tion. = , ‘ 

The first fecealig activity is designed to provide you with the needed background 

information. The second learning activity is designed to ane you an opportunity to apply 

" that information i ina practice situation. The Check-Out ‘Activity is the final learning 
activity. It is designed to allow you to develop a lead- time schedule for an industry services 
project in a real work situation, such a?when you are employed or when you are serving . ' 
as an intern learner. The Performance Checklist (Appendix A) is used by the learner,and 
the instructor/supervisor to assess progress. The checklist is dpplicable for both practice 
performance oe performance in the real work situation. 

After reading the Objectives and the I ! roduction on page 3, you should be able 
to determine how much of this module you will need to complete before the Check-Out 
Activity. . 

* Ifyou already have the. necessary background information required for developing 

lead-time soledules, you may not need to complete Learning Activity 1, p.4. 
. If you already have had prgctice in developing lead-time schedyfes, you may not 
need to complete Learning Activity II, p.13. { 
_ * Instead, with the approval of your instructor or supervisor, you may choose to 
Proceed directly to the Check-Out Activity, p. 14, ane develop a lead-time schedule ws 
= Sek you have accesé to a reat work situation. 
- Your instructor or supervisor may be contacted if you have any difficulty with direc- 


tions, or in assessing your progress at any time.. . * 
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’ Angffort dias been made to make this.module as self-contained as possible. The in- 
formation contained in the module should be sufficient to develop “entry-level” know- 
ledge and skilk. However, more information on this topic is available. The advanced learner 

may wish to attain higher levels of knowledge and skills. : - ’ 


A list id resources which supplement those contained within the module follows. — , 


»- Check with \your instructor or supervisor (1) to determine the.availability and the location 
? 


se e 


Of these resources, and (2) to get assistance in setting up addjtional learning activities. 
Nott may wish to use this module in conjunction with Module III-A, Developing 
ea Training Agreements. arg 
yo , KH 
Learning Activity 1 : 
* Publications on project management available from Educational Program Management 


Center, College of Education, The Ohio State University, Columbus, Ohio 43210 


Learning Activity II : : , Rae 
‘ é . y 
_tNone-located) ' ‘ 
Check-Out Activity 


; Ss Local vocationdI-technical’ education staff member who has prepared schedules and 
agreements between the training institution, industry representatives, and other 
agencies on 
* Other public agency staff members who have prepared schedules and agreements 
- between the dgency in question, industries, and-a training institution 
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OBJECTIVES /; 


. a . ' : . - . 
a 4 


Il.. After completing the required reading, take the ‘Learner Self-Test to demonstrate that 
ydu have attained the knowledge.of developing lead-time schedulés. You should, 
complete all items correctly. (Learning Activity }) 

Il. After analyzing the performance instructions, complete the designated practice learn- 

ing experiences in developing a.lead-time schedule for an industry sérvices project. The 

practice work must conform to the Responsibilities Worksheet andthe Performance 

Checklist found in the appéndices. (Learning Activity II) _ 

III. ‘Ina real work situation, develop a lead-time schedule for an industry services project. 

Your performance will be judged_satisfactory if all the tens on the performance check- 


list: (Appéndix A) are rated “yes, "Check-Out . Activity) 


‘DEVELOPING A LEAD-TIME SCHEDULE 


* INTRODUCTION 


' ’ 


- \ Industry services programs are partnerships between training institutions, industry, and 
other agencies which have meaningful resources to offer for training. This partnership 
is a effective when the responsibilities for conducting the specific training programs are 
clearly defied: The responsibilities of each leader ad various segments of a given industry 


serviced Project should be highly visible to afl eeniernel: The best way to make these 
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. The lead-time Whedule pinpoints the various activities which must be accomplished 

ina training program’ ho must perform these activities, and when the activities must be 

“completed. The definition of these responsibilities should be a joint effort of the various. 
groups involved in the training program. 


This module will equip you to develop lead-time schedules when the needs arise. 


de 
LEARNING ACTIVITY |: INFORMATION 


' 
You should study the information presented in the following pages. After reading these 
materials, you will demonstrate knowledge of developing dead-time schedules for industry 7 
services projects by completing the Learner Self-Test, p. 9. You will be evaluating your. 
knowledge by comparing’your self-test answers with the Answers to Self-Test, pL. 


The following are some of the majorresponsibilities to be considered in developing a 
; ’ 
5 lead-time schedule.;In real work situations, persons who willyperform the activities and the 
}. 12 : 
dates the activities are to be completed must also be specified. : 2 


PLANNING MEETINGS 


se , 
a . 
Acquaint personnel to be involved in the program with industry serviges activities. 


Discuss the nature and type of program needed. 


Determine the ae levels of skills’nécessary. 
Discuss planned start-up date. 


Discuss the number of employees required for training. 
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HL. PUBLICRELATIONS —s 7 ; 0 * 
| ‘ ‘ ° ‘A. Publicize the services provided. . : 

* B. “, Announce the operying of training program. 

: ws Sa My oe 8 

t . Ul, DEVELOPING OVERALL PLANS 

| : : aap co 

. |. * IV, PREPARING TRAINING MATERIALS ~ 

: A. Conduct a task analysis, a, = 

; .B. - Prepare drafts of training manuals, utilization guides, and visual aids. 

7 V. REVIEWING DRAFTS OF TRAINING MATERIALS 7 

ee . A. } One or more industry representatives should review the training materials, 

1 “dl ee : B.f If possible, try out the training materials on a group of industry personnel: 

; Vi. CURING PERSONNEL i 

Supervisors ~ . 7 
Instructors 


/ : 
r C. Production employees’ % , 


: i . 
jw SECURING TRAINING RESOURCES 
je A. Training site 


Coc av as panne 
SNe 


B. Tools and equipment j 
C. Supplies 
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> «VIM FINALIZING TRAINING MATERIALS A : 
Y . . ‘ . . 
A. Getting materials printed 7 
¥ B.- © Distsibuting materials 
e . \ 

é \ 
’ ‘ 
te iis | 4 9 
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* ie; : ‘RECRUITING FOR THE TRAINING PROGRAM 
oe Taking applications : 
B. Interviewing applicagts ° 
; eo Cc. Processing applicants * 
, D Testing, counseling, arid referring applicaitts ‘ 
Se. : . 
-X. - TRAINING: SUPERVISORS 
A. Techniques of instructing 
B.” Techriqués of relating to trainees. oh te 
XI. TRAINING PROSPECT IVE EMPLOEES | . oe 
; A. Pre-employment training ‘es - 


B. in-plant training = 


S 


The following, section lists the persons or agencies and their areas of primary responsi- . = 


bility. This list’ and maraple lead- time schedule foundiin Appendix D, will I serves asa guide 


in developing a lead-time schedule in a'real work situation. 


XII. REPRESENTATIVES QF ALL AGENCIES 
A. Planning . , re eo 
B. Reviewing draf ts of training materials 
+. (C. Finalizing training plans : t 
XIII. CURRICULUM MATERIALS SPECIALIST 
A. Writing a plan of action | 
B., Preparing training materials ; 4 


jh 


XIV. © CLIENT COMPANY REPRESENTATIVE 


© A. Assigning instructors ? 
B. Selecting training site 
C. Briefing instructors 


See ee ee 
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. Selecting working crew . + 


cain aaialanaiaa asec 
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Hiring supervisors as = Sig x 
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D 
E 
F.._ Training supervisors 
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' , ‘ Starting up plant, new department, or new operations 
, : ; gat 7 ‘ ze ° m Bet 7 ss 
‘ XV. - STATE INDUSTRIAL COORDINATOR : : : a ; 
y 4 : Ls * 
; . A.» Conducting human relations training, 
| 4 F eG B. Publicizing new industry : 
‘ C. Announcing opening of training program ts 
’ . ; : 
| \ *XVI.. LOCAL TRAINING INSTITUTION 
‘ ' A. Coordinating local training program 
‘ B. Providing facilities and conducting training 
' 
1 . , 
" XVII. STATE EMPLOYMENT SERVICE 7 
‘oie "A. Takingapplications 9) ae 
: B. Interviewing applicants, _— 
: r C. Processing applicants ‘ : me 
' ? e ‘ . 
' , D. Testing, counseling, and referring applicants ‘ 
ce 4 he 
f 7 ; : 
} *Continue this learning activity by taking the Learner Self-Test which follows. : an 
‘ e ' 
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LEARNER SELF-TEST “ a 
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This is a checkpoint kanyloags test needed befor proceeding to develop a lead-time 


schedule i in a practice situation. Folléw the instrisctions proyided for each item. Check 


your answers with the panne to Self- Test which follow. If you fail to stichplets all items 


correctly, you may whnt torefer back to parts of the module informatian. . 


‘ % rad o . . y F . 
a Zoe . 
1. List two activities which may Ke involved in the publicity of an industry’ services _ 
program, ’ 
P > a . 
5 . 1h . ‘! Cae 
: ‘ gl en ‘ _—s 
2. , List two types of training materials to be developed. i - 
- a. ‘ 
3. ‘Supervisors must be trained in sie techniques of i instructing Circle correct answer. 
True. False er ; < : 


. 
e ‘ 
7. 


4. Representatives of all civics are iwolved | in writing the training materials. Circle 


correct answer. . : : 
True , False s \ “3 
foe. ” The client company * representative selects the instructors. Circle cotrect : answer, 
_ True + False a." . oi aiee 5 
' ; . ‘ bd a e 


6. Trainees are reociiitea by the state industtial ‘coordinator. Circle eariect answer. 

True False - Pe d 

7. Applications fGrithé tr training program! may be scaiel from the employment sefvice.-. 
’ Circle correct answer. : . 

True False 
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ANSWERS TO SELF-TEST 

1. a+  Publicizing the industry services + : 8 
. b. Announcing the opening of the training program F is 
.* Any — the following: - bg 
aed ; a - _ ; ys 
_& Training manuals : i ° 

b._ - Utilization guides - © : _ Pes 

c., Viullads © 0. Of, i wR 


RO 


44 ; . ; . 
3. ,True- - \ . 
; +6 eS 
“* 4. False. - : . ws 
5. -True ‘ ‘ 
6. ,. False , om. ets 
7, True 
ee * 
vf : sme, 
. “e r : ce . ys 
*Proceed to the next learning activity for practice in developing a lead-time schedule. 
’ 
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! : , LEARNING ACTIVITY I: PRACTICE PERFORMANCE, 

oo . / 

‘ . , . <«* 

x? ‘You will be required to eee developing\y I lead-time schedule for an industry services 

| % project. Several subactivities must be completed before the schedule can be finished. You 
fe % 
must read the Case Study. Information presented i in Appendix B. You must, use the aks 

x pg Responsibilities Planning Worksheet shown i in Appendix Cto identify the information to bas 


included i in the lead-time schedwe. You mist also record the information i in a final form." 

-You will be evaluating your isco ncaa in developing a lead-time whee using the  ~ 
: Performance Checklist, Appendix A. ~ a & 

1. _ Read the Case Study Information shown in Appendix B. Use this information as a 

basis for identifying the responsibilities to be included in a lead-time schedule, . , 2 


eee eee eer eee | 
- * 7 


_ . . Il. Use the Responsibilities Worksheet presecited in Avoeniix C to identify the industry--” 
services activities to be included in the lead-time schedule. You may use fictitious 
“f * * names/titles for persons or agencies assigned the particular responsibilities. Of course, 

. tie dates the responsibilities are tobe started and finished would also be assumed. 

ty “6 . . . is : sp 


Il. . Using the ‘ani format presehted in Appendix C, develop your schedule format : 
* and ‘record the information i in a final form. ‘Refer to the sample lead-time schedule ~ 


r 


Pere eree 
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iin Appendix D for assistance in developing youg form. Your completed schedule will & 


o * ~ = be judged for quality and accuracy by your inst ctor or supervisor using the Per- F ’ 
* formanee Checklist (Appendix A). All items oni the checklist should be rated “yes.2” 
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a oe *Completion of the previous es activity stiould have Prepared youfor developing a 
lead-time schedule & an industry § services project i ina real Work situation. Proceed to the 
" Check-Out Actitey.. . 
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CHECK-OUT ACTIVITY: PERFORMANCE IN REAL 
WORK SITUATION r 


1 


The followiflg activity is intended to be conducted ih an actuaf on-tfie-job situation. 
it may be finished without completing the two leaning a activities, if you think sougane the 
* proficiency to do 90. . s, = € 

Depending upon the extent of the services to be provided for the élient company, you 
thay wish to consult with persons who have prerkniny developed such schedules with the * 
various igencies involved in industry services. . .. . 

‘Ina real work situation, develo lead-time schedule for an industry services project - 
which indicates the responsibilities of persons and/or agencies committed to the program. 
Reproduce and distribute agopy of the schedule to appropriate persons. Your schedule 
will be judged for clarity and accuracy by your instructor or supervisor using a checklist. 
All items on the Performance Checklist (Appendix A) must be kate “yes.” 


° 


? ar i. % am, 
“After completing the Check-Out Achicity, you may select another module for study.‘ 
Your instructor or supervisor may be contacted if you have difficulty in selecting a module. 
e . . ” 
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APPENDIX A 


_ PERFORMANCE 4 
Developing a lead-time schedule ‘ . ae 


INSTRUCTIONS If the performance is satisfactory, write YES in the space provided. 
on: If the performance is unsatisfactory, write NO in the space. Each 
item must be rated “yes” for neues task performance. 


? 
. 


™ Al major sembiiidiiee applied to the program were 
. included in the-schedule. - - « 
F @ : ve Z 
The responsibilities were grouped by a of assistance to 
be provided. : “e.. ; “3 


* 


. All agencies or persons were assigned appropriate 
+ fesponsibilities. _ - ; ,_* 
oe t 


. 


The responsibilities were sequenced in a ogical manner. 


. The time each responsibility was to begin was clearly 
. designated. 


’ 4 


” .. The date each responsibility was to be completed was 
clearly designated. 
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CASE STUDY INFORMATION FOR DEVELOPING 
: A LEAD-TME SCHEDULE 
A plant located i ina sistaiaiy manufactures a variety af nase on customer orders, 
: Customers include a host of chain-store Sutiasd: Cystomer specifications are diverse, with 
more than 200 ,000 possible variations in clock parts. Home offices are located in a mid- 
; ‘western city, where more than 900 people are employed in manufacturing prototype parts 
* and small order’ clocks. The. parent plant also performs metal forming operations, and 
-. heat-treating operations for supplying parts to plants in other states. The local plant will be 
" concerned with iirge-volume. assembly of — ; a 
A, Ht is intended that the local plant j will gradually phase i into the i more technical fant 
of producing parts for assembly operations. The work force for assembling the ‘clocks in: 
‘the local plant consits Primarily of women line assemblers and supervisors working in two: . 
With the exception of S achaiaea problems, the industry is completely staffed 
and production is on schedule. The company philosophy i is as follows: 9. 
ar, Continuously orient employees as to why the company is trying to make a profi. , 
_ 2. Praise and reward workers for good performance. 
3. Help Workers find ways to reduce production costs for the explicit purpose of | 
increasing benefit packages. 
4. Communicate regularly with line workers. 
5: If something goes wrong, conduct a thorough review to determine if the lin® 
"4 worker or the manager is at fault. The fault may be from lack of planning. 
. 6. Encourage managers and supervisors to try new production methods. Implement 
‘austerity programs before real problems arise. 
. Give workers time for leisure. Deo eu tem wrk mor ha 40 it, 
8. Develop the cost-center concept, rather than the writicwellet concept. Operate 
industry s0 that people work correctly, rather than fora eee ee ‘ 
Te. _be a result of proper work habits. 
~ 9. Fit the job to the person. For example, assembly. workers need a 
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12. 
. 13. 
14. 
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* plan. 
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. “Some of the areas whére specialized training is continuously needed are as follows: 
i = ¢ . 
Preparation of supervisory personnel to work with assembly and subassembly . 


10. Encourage employees to participate in community york and service. 
11. 


Encourage managers to participate regularly in human relations courses and 
seminars. : 


_Iy to make the plant as self-sustaining as possible. 


" Permit each person to learn benclogge tolerances and be his/her own inspector. 
Exercise an open-door policy to foster employee-employer relations. 


Carefully orient new employees to the company philosophy. 


o 


details. This includes nomenclature, , codes, assembly operations, labor require- " 


ments for assembly, and assembly saiidards Also, supervisors need instruction 


- on the use of the production mandgement system during supervisory duties; 


company, management concepts; and instruction on how to train assemblers. ar 
Every supervisor is required to assemble am elocks in order to become totally 
acquainted with production operations. v . 

Training assemblers, Training personnel are selected from the supervisory ranks. 
However, key wakes also asia in this effort. Carefully prepared and detailed 
instructional materials (both prifited and aatercieual) have proven td be very ; 
‘sucetesful in in training assemblers at their work stations. . t “a as 


“y 


The industry services leader ha¢ been asked to plan and implement an in-plant training’ 
program which reflects the philosophy of the company, and the specialized training needs 
of supervisors and eseaiblere. All plant employees will be requested to participate in the 

__ training program. A lead-time schedule and progres¢ record system will be a Vital link in the 
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Pal 
RESPONSIBILITIES MORRABERS Sent 
a 7 : , . 
Pa wae ee wa >. 
* PROSPECTIVE AGENCIES TQ BE INVOLVED SOF . ; 
; - i ower i ' 
tte. > ; , 3 ’ 
1, What will be the overall objectives of the training program? ‘ 
" : bi f . 
: / 
: : Oa ‘ : 7 3 : ‘2s E ‘ ; 4 : F 
"23 uae ‘will likely be involved in the traisfing program?” - 51% a ; ; 
es , : ’ ; . . 7 . : = 
: . r 
nh . _ oe e(6 : e oie : 7 : “8 
‘What prospective services can each agency render in the training program? _ Ws ; 7 
: a ’ . 
s f = a : . ‘ 
: : : i. #y 3 Pe ss . 
’ TRAINING FUNCTIONS AND ACTIVITIES tS 
1. - What categories of assistance will be provided i in the program? List thesé on the form = 
"which follows. a es: ce oe 
r 7 Pe wy : ry 
2. What specific saci ntieaitn aids, supplies, instructors, etc.) will need to be pron “i wa 
vided? Record this information on the back of this worksheet. + Me ‘ 


Hes ‘’ 
.3. What responsibilities (tasks) must be performed to aes the industry services? 
Record this inforntation on the form which follows. 


é 9 
. 


4 
s 
4 
- 
ae 
‘ 
‘ 
iy 
ry 
a 
a) 
a 
. 


' : 4. What person or agency will be performing each ahem Record this infor- 
. eos ae 
. ~ mation on the form which follows.. ie ty 
‘ . 
! 
: - S$. What dates must: be established for starting and completing the assigned responsibilities? | 
a ¢ 
Hie Record t this jnlcemation on heal form which follows. 
‘ : » t 7 ! 
a : + % Be 
* 
e 
a 
fw 
a arn 
We . : . ‘, 
Bs : , ” ii 
: > ip ‘ 
f C 
, P X ~ 
Hig ‘ ‘ 
6 4 
* as 
; 
a 
> oe ae =e, 
© . —_ ye a 
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H Ps \ : i ? 
. * 
: f - 
‘ . = 
: ae 
: sae s re 
'. v ~ : i a 
t. FORM FOR RECORDING LEAD-TIME INFORMATION | 
fet “9 ‘ ‘ - ‘ 
. i “— 
_— p¢cific Responsibility | Person/Agency Who Completion Date 
H ’ | Will Perform j 
ae gt 
_— ; 
-* ' bs 
; as s s 7 2 - 
*\ : ‘ 
a . ; . ta 
N ‘ 
: P Me 
“3 : ; ’ 
- > , q ° 
a _— : 


‘ ae : 
nme 
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‘LIST OF INDUSTRY SERVICES LEADERSHIP DEVELOPMENT MODULES 


a) ¢ +; ’ 


ca ee A. Introduction to Industry Services” . 
eS B. Industry Services Leadership Development Program: a 
¢ r a is Guide for Using the Self-Paced Instructionat Modules > A aS 


. a : Il. Establishing Contacts and Relationships 


_ A. Speakjgg to Indastrial and Community Groups 
B. Writin®’ Articles for News Media 
C. Identifying Functions of Agencies Involved in 
‘Industry Services: 
D.. Developing a Brochure for Industry Services ' 


lil. “Obtaining Agreements 


. vy A. Developing Training Agreements ; 7 * 
ry . B. Developing a Lead-time Schedule eer an 
i . C. Interpreting Legislation Related to > tndustry Services i ’ 


oe one Vv. Identifying Training Needs” 
: oe hg ; A. “Collecting Framework Ptoduction and.Traifing + ae * 
Sg 7 ‘Information ‘ , 


oe , * —_B. + Selecting Types of Training Programs’ 
i . . CC. Preparing.a Budget for an seen Services fies 


om = - " ¥. . Acquiring Resources 
; e- ‘A. Selecting Instructors for Industry Services ‘ i * ‘ ‘ 


B. Securing a Training Site gS 
¢ Securing Training Equipment, Tools, and Supplies Cea) 


: a en YF Training Instructors for Industry Services § * so 

Ore As sonny? ‘ ‘Training Instructors for Industry Services : 

ar * VIL Preparing for Training . 

Poe eg ai A. Adapting the Training Site to Training Needs ‘ 4 ; 
oe 4 ‘ . B. © Evaluating Safety Conditions at Training Sites oY , ‘ 

; f : C. - Announcing the Opening of a Training Program . : a mn 
ome - ; - VILL: Preparisig Training Materials ae : 
_o =e 1A 
o.. ‘ a J . Conducting a Task Analysis ; ce 

" 


1. Orientation to Industry Services aa . - 


A 
B. Developing Performance Objectives 
C. - Determining Types of Instructional Methods and Media 
* D. Developing Perfortnance Tests 
sE. Developing Training Manuals 
F. > Preparing Videotapes for an Industry Services Program 
af G. Setting OB Learning Centers for Industry Services Programs 


; _4 IX. “Selecting Candidates : 
i x i : i , Developing a Plan for Testing and Counseling chee fora Training ane ° 
. i an X. . Monitoring Training Programs | any 
"Aq. Assisting in Providing Pre-Employment tnd In-Plant Training . 
’ BL “Developing a Procedure for Keeping Participating Agencies Informed 


; 28 og - About Training Program Activities s Sa 
° : C. Monitoring Training Programs for — and enn eo 
‘ 


“4 a "XE. <CRsing Training Programs eu 

7 : - . Closing a Training Program 3 . a 

ue ‘ Su. Placing Program Participants 2 

: Developing a Plan for Placing Graduates of a Pre Employment Tedning Program 

xii, Evaluating Industry Services Programs 8 
Evaluating Industry Services Programs  %2 Oe get <: 


sie «Direct Inquiries To: Resedrch and Curriculum Unit for Vocational: 
A Technical Education. College of Education: y 
f° ®y# ‘ : - Mississippi State University, Drawer DX, , 0° 
* } : Mississippi State, MS 39762 


ae ye a ; (601) 325-2510 as 
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